
FURNITURE PROCESS FLOW CHART

ROLE: REQUESTOR-DEPARTMENT  
 

Research desired furniture purchase; reference the UC 
prefer red/approved m anufacturers and the l inked distr ibutors  

   
ROLE: REQUESTOR-DEPARTMENT  

 
D oes the purchase require a Cam pus Building Perm it? 

 
- ALL  furniture requiring installation/attchachmentsto floors 

and/or walls REQUI RE Campus Building Permit.  
- M oveable furniture is not applicable 

   
ROLE: REQUESTOR-DEPARTMENT  

  
Are you replacing m ult iple furniture units 

and/or furnishing a new room ?  
 

- ALL  furniture requiring installation/attchachmentsto floors 
and/or walls REQUI RE Campus Building Permit.  

- M oveable furniture is not applicable 

N O YES

ROLE: REQUESTOR-DEPARTMENT  
 

Com plete the Cam pus Building Perm it Applicat ion 
 

- Visit: https://ae.ucr.edu/quality/qa.html à choose option Apply for Cam pus 
Building Perm it on the left-side menu list 

N O

 
 

ROLE: REQUESTOR-DEPARTMENT  
 

Obtain and subm it the appropr iate ver ificat ion docum ents 
regarding furniture m ater ials relat ive to CA Fire Safety 

Standards (T B-117) 
 

- All documentation is to be submitted to UCR Fire M arshall, M ichelle Griffen 
(michelle.griffen@ucr.edu ) 

 
 

ROLE: REQUESTOR-DEPARTMENT  
 

Acquire the appropr iate docum ents for the Plan Review 
approval process 

ALL listed forms are to be submitted to Lizette Howard (lezlie.howard@ucr.edu)  
 
1.Floor Plan(s):  

- MOVEABLE: detailed location of proposed furniture  
- IN STALLED: detailed building/floor location of installations  

2.Cut Sheets 
- MOVEABLE: provide Furniture Cut Sheets 
- IN STALLED: provide Equipment Cut Sheets (Mechanical, Electrical, 
Plumbing, Utility) 

3.Other N ecessary Credentials  
- Review Checklist for Furniture Projects form for further information  

ROLE: REQUESTOR-DEPARTMENT  
 

Attach Perm it and/or CA Fire Standard approval to PR and 
send to Procurem ent Services 

ROLE: PROCUREMENT  
 

Review Attachm ents tab for the cor rect form s; process the 
order under PSD  guidelines 

 
- I F Permit and/or CA Fire Standard approval is not provided return PR back to 

the requestor 

YES

Procurement
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